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To create and submit a renewal application on the Provider Access Portal, you must first log in: 

 

 

Once you are logged into the Provider Access Portal you will need to complete the following steps to 
submit a Renewal Application: 

 Step 1: You must first [Manage Affiliates]. 

 Step 2: Complete renewal application with signature but do not pay yet. 

Step 3: School Age Program ONLY [Add Attachment(s)] – attach completed Program Directors 
Annual Report 

 Step 4: [Pay Fee] 
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Step 1: Click [Manage Affiliates] for the facility you want to renew. 

 

This will take you to the Affiliate tab in the Provider Access Portal.  All affiliates that reside, work, or 
volunteer need to have their affiliate role updated, except the Program Director.  

 

NOTE:  Only 1 Program Director can be affiliated with a facility at any time. 
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Step 1: [Manage Affiliate] continued 

 

You must click [Edit] to update the affiliates information or [Expire] if the affiliate no longer works there.  
Once the affiliate is updated it will no longer display “Affiliation Type Needs To Be Updated”.  It will 
either be blank, or it will say “Needs Comprehensive Background Check” and “In Processing”. 

If you are adding a new affiliate to your facility, click the link [Add New Employee/Resident]. 

Once everyone is updated, scroll to the top of the page and click the  button or click 
the orange [Welcome] tab. 

 

 

 

 

ADD NEW AFFILIATE 

TO EDIT OR EXPIRE AFFILIATE 
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Step 2: Click [Start Renewal Application] to start the renewal application for the facility you want to 
renew. 
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Step 2: Renewal Application continued: All fields that are grey are not editable. 

 

 

This question must be answered 

Review all the information on this page and add any information that is missing. 
Click [Next] when complete. 
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Step 2: Renewal Application continued 

 

 

 

 

Hours are required if you are a DCF provider.  Otherwise, click [Next] at the bottom of the page. 
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To review the Owner information either as a Person Owner or an Organization Owner click [Edit] 

Review all the information on this page and add any information that is missing. 
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Step 2: Renewal Application continued 

 

Review all the information on this page and add any information that is missing. Click [Next] when complete 

 

This question must be answered 

 

Review all the questions, answer as needed and click [Next]. 
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Step 2: Renewal Application continued 

 

 

 

Read and agree with ALL questions, then sign application 

DO NOT PAY YET if you 
are a School Age 
Program. 

Drop In Programs can 
Pay Now. School Age Programs Click Save and Exit and Go to Step 3 
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Step 3: School Age Programs ONLY, Drop In Programs continue to Step 4, if you have not paid yet.  On 
the Welcome page under the Incomplete Applications section find the facility you are renewing.   
Click [Add Attachment(s)] to add the completed Program Directors Annual Report. 

 

 

 

 

 

 

Only PDFs can be 
uploaded.  Once you 
have attached the 
document click 
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Step 4: On the Welcome page under the Incomplete Applications section find the facility you are 
renewing.  Click [Pay Fee] 

 

 

You can either create an account or continue as a guest.  We recommend that you create an account so 
that you will receive an emailed receipt for your transaction.

 

Click OK to be taken to the 
iKan Payment Application 
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Step 4: [Pay Fee] continued 

Click [Add a Payment Method] to add Credit Card or ACH information, then click Blue [Pay Fee] button. 

 

 

 

The View will give you a breakdown 
of the charges:  


